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office of Collection and Tissemination
CIi LIBRARY

MISSICK

The CIi Library is responsible for providing central fgency collection
and reference facilities for all incoming and CIA-produced foreign intelli-
gence information for developling and mainteining indexcs and bibliopraphies
of intelligence material, and for disseaination of intelligence material in

the Agency.

FUNCTIORS

Within its field of responsibility, the CIA Library shall:

1. Receive process, disseminste, and file incoming classified docu~-
ments.

2. Purchase publicetions required by operational and research offices.

3. Service losn recuests for specific documents, books and periodicsls
from the Library files or through inter-library loan facilities.

k. " maintain continuous control over all TOP S:CHET intelligence and
registered docunents.

g, Maintsin sn Intelligence Subject Code; analysze incoming documents
on the basis of subject and area content for incluaion in a central machine

index; provide reference sccess to indexed publications.
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7. Catalog Bnglish and foreign language books and periodicale for the
Agency's collections.

8. Operate reading, microfilm, snd biblicgraphic rooms where current
newspapers, periodicals, reference publications, microfilmed document.s, card
catalogs and other research aide may be consulted; alsc maintain branch
libraries as required.

9. Compile bibliographies of publications, both Bnglish and foreign
lenguage, tearing on specific recuirements of the researéh s operational
offices.

10, Publish the Intelligerce Publications Index (IPI), & monti:ly guide
to the subject-content of selected intelligence publications.

11. Provide clippings from domestic and foreign English-langusge news-
papers and periodicals according to the requirements of the CTA offices.
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CIi Livrary/OCT
ANALYSIS BHANCH

MISSION

The Analyeis Branch is responsible for providing a central Agenoy index
to sll incoming and CTA-produced intelligence documents by subject, area,
source, security classification, anc dete of publication, and for preparing

bibliographic descriptions of decuments.

FUNCT LIOKS

within ite field of responsivdlity, tbe inalysis Branch shall:

1. Tevelop and maintain ar Intelligence Suhject Code for uege in in-
dexing intellipence documents.,

2. inalyre and classify documents according to subject, ares, source,
security classification, and date of publication, for entry in a central
machine index.

3. Prepsre bibliographic cescripticns of documents for entry on docu-
ment control cards snd Intellefsx cards.

4. Serve as the Agency sdviser on intelligence stbreviations.
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CIA Library/iCL
CIHCULATICH PRRANCH

MISSICN

The Circulation Pranch is rssponsible for providing loan service on
documents and publications in the CIA Library collection and on Intelligence
material cbtained on inter-library loap from public and priveie lidraries

and other govermment agcncies.

FUNCT IONS

within its field of responsibility, the Circulation Branch shall:

1. PMaintain files of incoming enc CIA-produced documents, books, and
periodicals.

2. ©biain on inter-library louzn from public and private libraries and
other povermment agencies documants, periodicals and books required hy CIA
personnel.

3. TIssue, control, and follow-up on intelligence materiel on ioan
within CI2 or to other intelligence agencies.

4. Maintain a microfilm cellection of selected intelligence msterial
which is not available for rutastion ir printed form.

S. Provide microfilm readér service.

6. Operate Branch Libraries for the DI/F aree, the Office of 'raining,

the Medical (ffice, and the (ffice of Ecientific Intelligence.
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CI4 Librery/CD

BCCK_BRANCH

MISEIOR

The Rook Branch is responsible for providing = central Agency service
for procurement, cataloging and raintenznce of English language books and
periodicals, publicetion of a morthly Intelligence Publications Index, and

clipping from English languege nowspapers and periodicals.

FUKCT JONG

Within its field of responsibility, the Fook Branch shall:

l. Procure publications for the Zgency through domestic commercial
channels.

2. Selsct, catalop, and stbject-arsa incex publications accuired for
the permanent book collection of the Agency.

3. Index, by subject and srea, significent finished intelligence pub-
lished in journale issved by the various TAC agencies.

ke Putlish a monthly Intelligence Publications Index (IPT) for cir-
culation in the I?C community.

5. Provide clipping service from fnglish language newspapers and
pericdicals.
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CIA Library/oCD
LOCUM:NT BEANCE

MISSION

The Document Branch is responsible for providing a central isgency ser-
vice for the dissemination of imcoming and CIA-produced intelligence docu-
ments, and the exercise of control over TOP L:URET and Registered documents

in accordance with Agency regulstions.

FUNCTIONS

wWithin its field of responsiblility, the focument Tranch shall:

1. Receive all incoming and CIa-produced documents and prepar: them
for dissemination and indaxing.

2. Diaseminats documents in accordance with imstructions provided by
the Lisison Iivision/(CT and in conformity with igency security procedures.

3. Disseminste intelligenee journals issued regularly by TAC agencies
in accordance with stendard distribution patterns.

L. Maintain pgrtinent basic records of dissemination.

5. OCperate the Central TCP SECRET Control Cffice, and supervise the
operation of the Agency TOP SSCRAT conmtrol system, in accordance with instruc-
tions of the CIA TOP S:URET Control Officer.

6. Provide rassenger service for OCL Livisione located in 350 - 26th
Street.
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TA Lidrary/0CD
FOREIGH BEANCH

NISSION

The Toreign Branch is respensible for providing a centiral igency service
for the procurement of foreign language publications of interest to the
intelligence compunity.

FUNCT IONS

Within its field of responsibility, the Foreign Rranch shall:

25X1

3. Iirect collaction and reporting activities of Publications Procure-
ment Officers.

L. Develop and exploit scurces of forelgn language publicatiors in
other agencies which are of interest to CIA.

5. Publish accession lists and research aids Goncerning pubtlications
received.

6. Publish reports on publications of possible interest to CI:, whick
are currently available, cbtainable on exchange, or denled for export.
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CIA Library/0CU
HLF eieNCe. BRANCH

MISSION
The Reference Pranch is responsible for providing & central /gency
service for the location and eveluation of source materials recuired in

resesrch and opersiionsl projscts.

FUNCT IONS

within its field of respomeibility, the Reference Pranch shall.

1. Assiat intelligence personnsl in identifying, locating, ard evalus-
ting documents and books indexed in the Iptellofax System.

2. Compile hibliographics of open literature, both English and foreign
language, in response to specific recuirements.

3. Select reference materiale for sddition to the permenent collactions
of the CIA Library.

L. Prepare rescarch sids on materisl availsble within or outeide the
Agency in flelds of special interest to CIk.

5. Develop and exploit sources of research matorials in other libraries

and private collections.
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